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Job Description – Claims Technical Assistant 
	  Department
	Claims Services

	Grade 
	6

	Reporting to 
	 Claims Operations Team Leader 

	Direct reports (yes or no)
	No

	WTW Code 
	FIL000U26


	Job Purpose 

	To manage a portfolio of enquiries where we need to establish the foreign insurers of a vehicle involved in an accident in the UK, including managing all correspondence and queries in relation to Green Card claims
To deal with stakeholders in a helpful, proactive and professional manner




	Key accountabilities 

	To proactively and efficiently manage enquiries received on MIB’s claims management system from claimants and claimants representatives. 
Reviewing information received and making relevant enquiries with the correct Bureau  
Working in conjunction with company policies and procedures
Ensuring all Data Protection requirements are complied with
Building and maintaining effective working relationships with colleagues and contacts
Contributing in creating and maintaining a high performing culture
Liaising with insurance companies to obtain information
Escalating referrals to the correct person in a timely manner 



	Role requirements 

	Ability to plan and prioritise own workload, in line with changing requirements
Experience of working in a customer focused role  
Ability to use own initiative and work within defined procedures
Ability to collect and analyse relevant information to support effective decision making 
Attention to detail, with high levels of accuracy
Computer literate, including experience of using MS Office
Excellent communication skills, both written and oral
	
Excellent listening and questioning skills, with the ability to extract detailed and relevant information
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